
OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

- 

1. Dates of Series 
Earliest Latest 

1970 L Present 
~ ~... 

5. Records Series Title (followed by title used in office; if different) 
0 ,  

- ~ -  Higher Educatlon ,General Informat ion :Survey F; Ic 
~l_l_l ~___I~~ 

- _m - _l_l_ 

1. Record Series Description This file contains the following documents (include form numbers and ricles, If any): 
Attach samples of the file. 

Documents relating to: surveying pub1 i c  and p r i v a t e  col leges and u n i v e r s i t i e s  throughout 
Georgia w i t h  respect t o  enrollments, completions, f inances, l i b r a r y  
resources, employees and f a c i l i t i e s .  
copies o f  survey forms as returned f r o m  i n s t i t u t i o n s  
survey forms are forwarded t o  the U.S.  O f f i c e  o f  Education, re levant  

(Or ig ina l  Included are: 

J correspondence. 

l y  by annual survey; thereunder alphabet 
\ .  

File is arranged: chronol og i  ca 
i n s t i t u t i o n .  

c a l  Y by 
-~ -~ ~__-I.- ~ 

3. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old -; Thirteen to twenty-four months old -, 

__.I- .. 
twenty-five months and older- ? i .,;. I _- 

9. Annual Ra-. of A m a o s o f  Rek;dr = 
Letter-size drawers - ; Legal-size'drawers - - - ;Shelves ' ; Other (sfkify) ,. 



~ 

!!NO 

. X 
X .- 

X 

X 
X 

b t e n  
-~ 

.- --- - ,- -. ..--.=~.. ~~ ~ - _ . . _ _ _ ~ . - - ~ - I - ~ _ _ _ _ - _  -- I. ~- -. .+,.,=-* ~~ -~ . -__, --.i_ -- 
~ _-_I -- -_1--- 

4-.-- 10. Questionnaire (Place an "X" in the propr column) 
1 a. Is this the official copy of the series? 

If not. where is  it? _I_ ____ I 

b. Ooes the series containpnfidential information requiring security handling? If yes, cite law or regulatio?, 

c. Is  this a vital record? 

e. When one or two documents in the file make it necessary to keep the entire file for;a long period, could these 

1 , .  ._I--~..- 
.- I .  i 

. 

I .  d. Does this series have historical or long t q m  research value? - I_- 

ratelv? _- d o c . w B  be scheduled sem 
. -- f m n f o r m a t i o n  co ntained in this se ries ever oublished? If  w c h  conv. p ubl ished by Federal Governme 

-J_f_lleLa9a-. In various formats i n  Gemia  Postsecondarv Educ. Commission ~~ r e s e a r -  
reports. 

Ifves.where? U.S. Office of Education,Department of Health, Education & Welfare. __ 

g. Is 6einfbrmation contained.in th is  series ever avalyzed andlor recorded in a summarized report? 

h..k there a duplicadon of th is  saries in your office, or in another office or agency? 

~ ~ - -  - . . . l . h & i i  Ihr am*-  'on o f  it1 reaularlv micrQf&vxl ? 
-L-RUGQ~L- R . ! . I w t o u t l - . - - = - - - -  

~~ 

ion Requirements The following requires the series to be kept: 

- -years. d. Audit period - ,years. a. State Law 
b. Statute of limitation -years. e. Administrative need 4 - - . - y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of lawsdr regulation$. Explain administrative need. 

4 

- _ -  -_I&d _lll -- 
12 Amroved Disposition Instructions This agency recommends t h a t  the file series be cut otf at tht: end of each: . 

Calendar Year; 0 Fiscal rear; 0 Other then, 

%# Hold in the current files area ----.-month(s) --.._.year(s); 4 then 
0 Transfer to local holding area, hold ----year(s); then 
0 Transfer to State Records Center; hold 
0 Destroy. 
8 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year (5) ; then 

i 

These instructions apply to a l l  prior and future accumulations of the series. 

hcommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f explanation.) 

Attorney GeneraVDesignea . -I.-~-I 

R--9671; Rev. 76 

t 


